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Advisor for tfwm&tcMA 



Control and Statistical ©porting t roceduree 
in tike Security division of the Inspection and Security ffice. 


1. In connection with the procedural c ..rve> that is being, taade of 
the Inspection and Security ffice, a special studj was coed * tea 
of the case control and statistics! reporting procedures in the 
Security bi vision. -This pease of the survey vets nee st the 
reouect of ths Deputy Security officer, CIA, to determine the 
possible application of puacbsd-card methods is order to simplify 
Hie case control procedures and to facilitate the prod ction of 
statistical reports in the Inspection and Security ffice. Also 
at the request of tbs Assistant deputy Director (Administration - 
General) an analysis we* sade of the reporting procedures 
pertaining to security clearances In the Personnel of rices, 
machine Records Branch, Administrative Services Office, and 
Inspection and Security ffice in cedar to obtain consistent 
monthly statistics froa those offices. 

2. 'ased on this analysis procedures for reo lasting, and rot opting 
sec *rity clea r anceawerc developed and iuipletenrted ir. occo. dance 
vltb a eefsaoeandua dated U August 19^1, to the Personnel . iractor. 
Chief, Administrative Services, and Assistant Dap’uty (Inspection 
and Security), from, the Advisor for •ena e eineut, subject: •’rocedure 
for recreating and (reporting Security Clearances, These procedures 
have solved aany of Hie reporting problems. However, difficulties 
still occur vhlch rsouire -considerable expenditure of ties and 
effort by personnel of the Offices concerned to effect reconcilia- 
tion of the monthly security clearances statistics. In this 
connection, the validity of the Inspection and Security security 
clearance records has bees accepted. The reconciliation difficulties 
which have been encountered could be eliminated if the achine 

ecords 'ranch received the necessary source documents directly 
frost I u since those document© would reflect the cases act all; 
received and put Into process by I S. 


. An outline of ths present aanual procedures and proposed p inched- 
card procedures in the Security bivision. Inspection sod security 
Office, pertaining to the case control and statistical reporting, 
of applicant type cases follows : 
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(2) 'Hie voir'-, sheet ie used to prepare a dal ly 
report { Exhibit H). 

(1) At t he «4 of each -ooth the work sheet is 
used to prepare the aonthl;, report. 

Proposed Ptiocbsd-Cerd Procedure (See doir Chart - xhibit A) 

(1) control end Assignment of Security vile -fiisabers 

(a) s^seta for Security Clearance will <:* iaitieted 
by the Dvert end Covert Fersoooel Divisions throuifa 
the um in duplicate o f For* So. 37«ld| ’ ;er* .sent for 
Security Clearance. The mm of the individual to 
be cleared will be te en froa the Personal History 

c tatewnt to assure the proper spelling of the 
individual *s neat. 

(b) Om copy of the .arm will be attached to the i^raemal 
History statement and forwarded to the reproduction 
Division, Adtainistrative Services ffice, in accor danc e 
with the proced.ares outlined In a ase-orandusa. to the 
Personnel Director, Chief, Administrative services, 
aM Assistant Deputy (inspection end Security), 
subject: Procedure for . outing end Hrocw lng .'ecsr ity 
.-•equeste, dated 2C only 19^1. ‘ihe second copy of 

the Fora will be forwarded to the Control Cler , 
Inspection and Security Office who will record its 
receipt by underlining the proper request auaber 
shsam on a request number control sheet. All "second” 
copies will tie held in numerical sequence utii the 
corresponding '’first” copies together with original 
and photostat copies of the Personal History State- 
seat, are received froo the reproduction Division. 

(c) ipon receipt of the fares and the Personal History 
Statements from tie -eproduction Division, the 

• equest boaters will be recorded by drawing a line 
through the request Rvsubsr effected on the request 
UmSorn r Control Shset. A review of the equest 
lusher Control Sheet will iadicete at el 1 tines any 
uisslng Request Fores, and the nastier of Cases in the 
reproduction Division. Any differences in the count 
of the number of Cases forwarded to the Inspection 
and Security Office by the ifersonael Divisions and 
Chase opened by the Inspection and Security Office 
say also be reconciled through the me of this control 
record. 
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(ft) Check rile gerd {inhibit 1), (ifcis 
Card viU replace the present Ci*d»a»x 
lMKt.j 

(2) Machine M*«rds Breach .'Jard (Exhibit £). 
(thie Card «1U be 4«4 far the Machine 
• ecssrde French aecvority clearances file 
«b& to eutaseticaUy prist tint ska* and 
•neurit? file m-jdber m 'form Mo, 3&-42, 
i-iefereace Index it ) 

(d) the panned *cmm Control" Carte will be rued 
elsfcebntie&ily in the *c*m control' file. 

(•) to actions txeur m each Ones* the "Cue Control'* 
Cord will be polled frm the file end the action 
end date recorded therein, the infor aetioo which 
will he punch e d into eat printed m the ard will 
Include : 

(4} Xaeeetiaetioe Action 

(|) Ivmttptia facility 

(ft) late enacted 
<&> tele Cloeed 
(d) Bee Cloeed 

is) "hm oi security obtained 
(£) Cl ear aia i. ee Created 
(ft) frwriaianel 

1 Type 

2 ate 

(ft) United 

1 ate 

<D Sue Clued 

(ft) final Action 
(ft) rate 

/ 
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(b) Errors due to & difference in the spelling of the 
aa^e* of individuals being cleared will be 
eliminated. Ifcie difficulty now results froa 
J&S and Machine ecords Branch preparing records 
froa two different source documents. Corrections 
in mm spelling found by its through their none 
chec.. operations are not reflected in Machine 
-.'.•cords branch files under present procedures. ' 

+' 

(c) Thirty-seven columns of information punched in the 
Cam Centred. Card are also punched in the Machine 

i ecords Branch Cards. By using the duplicate Card 
prepared by I S, approximately half of the Machine 
ecords Branch ••ey punching time will be saved. 

(d) It will be a definite advantage in the reconciliation 
of monthly reports prepared by Machine . ecords Preach 
to have the Security file liuaiber punched in the 
Machine ecords Branch Cards. In case there is a 
difference be twe e n the totals Obtained free the 
Machine records Branch and I J Cards, it can be 
'VJic&ly reconciled by automatically matching the 

two eete of Cards by Case Suofcer. This operation 
will serve aa a control over the completeness of 
both the ofechine ecords t ranch and l i records. 

(b) Cost a and swings 

Ihe coat of operating the punched-caard procedure will 

be less than the present annual procedure as evidenced 

ae or items of costa. 
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